Know the Donor
from Writing a Funding Proposal, CIVICUS
This is what you need to find out about a donor:

· Name, address, telephone and fax numbers, e-mail address, name and title of the person you should make contact with. This is the preliminary information that you can get from the switchboard, from the donor’s web page, from a directory, or from your colleagues in civil society organizations.

· The goals, mission and concern of the donor, including its areas of interest, whether it funds in particular geographical areas only, what its general funding criteria are, what else it funds. You can get this kind of information from a web page or from a brochure or annual report, as well as from your colleagues in civil society organizations.

· What size of grant the donor usually gives.

· What the donor’s decision-making process is and how long it is likely to take for a decision to be made once you submit a written proposal.

· The dates when proposals are considered and the dates/deadlines for submission of proposals for consideration.

· Whether the donor has a special proposal format you should use, or guidelines you should follow, or whether you can use your own. Some donors may want a short preliminary proposal before asking you to complete a full proposal. This enables them to make an initial judgment about whether or not they want to get involved in more detailed negotiations with you.

All this information is best obtained from the appropriate desk officer or project officer. You need a name, a person to whom you can speak, either by telephone or in a preliminary meeting. This initial contact is very important. It can set the tone for the whole relationship.
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